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REQUESTOR’S NAME 

 

JOB TITLE 

 

OFFICE 

 
EMAIL ADDRESS 

 

TELEPHONE NUMBER 

 

DATE 

 
SUPERVISOR’S  NAME  

 

SUPERVISOR’S  EMAIL 

 

SUPERVISOR’S  TELEPHONE NUMBER 

 

DEFINITIONS 

Policy:  A policy is a directive used to conduct acquisition activity. Policies are created to clarify and carry out laws and 
regulations. 
 
Procedure:  A procedure is a set of steps performed to implement policy.  Procedures give instruction. 
1.  PROPOSAL (Check one and list existing policy/procedure sections that may be affected or replaced) 
 

 New Policy
 

 

 

 
 Revised Policy

 

 
 New Procedure

 

 
 Revised Procedure 

2.  SUMMARY (Briefly summarize the proposed policy/procedure) 

 
3.  PROBLEM EXISTS THAT POLICY/PROCEDURE WILL SOLVE (Check appropriate box) 

 NO  YES   If yes, what is the problem?  
4. HISTORY/BACKGROUND (Provide any history/background related to the proposed policy/procedure.  Include attempts to change previously.) 

 
5. INTERNAL STAKEHOLDERS (List governmental offices, divisions, or departments that might be affected by the proposed policy/procedure.) 

 
 
6.  EXTERNAL STAKEHOLDERS (LLiisstt  nnoonn--ggoovveerrnnmmeennttaall  eennttiittiieess  tthhaatt  mmiigghhtt  bbee  aaffffeecctteedd  bbyy  tthhee  pprrooppoosseedd  ppoolliiccyy//pprroocceedduurree,,  ii..ee..,,  IITT  ssuupppplliieerrss,,  ssmmaallll  bbuussiinneesssseess,,  

eettcc..)) 

   

7.  PROS (LLiisstt  ppoossiittiivvee  cchhaannggeess  tthhaatt  mmaayy  ooccccuurr  iiff  pprrooppoosseedd  ppoolliiccyy  pprroocceedduurree  iiss  iimmpplleemmeenntteedd..)) 

 
8.  CONS (LLiisstt  nneeggaattiivvee  cchhaannggeess  tthhaatt  mmaayy  ooccccuurr  iiff  pprrooppoosseedd  ppoolliiccyy//pprroocceedduurree  iiss  iimmpplleemmeenntteedd,,  ii..ee..,,  ssttaaffff  ttiimmee  aaffffeecctteedd  bbyy  aaddddiinngg  ssiiggnniiffiiccaanntt  nneeww  rreeppoorrttiinngg  rreeqquuiirreemmeennttss..)) 

 
9.  DID YOU WRITE ANY OF THE PROPOSED LANGUAGE? (Check appropriate box) 

 NO  YES   If yes, provide the language you wrote:  

 


